


Division of Purchasing and 
Finance Oversee all Purchases 



General Purchasing Rules 
 
Rule #1: Best Price for 
Required Product / 
Service. 
 
Rule#2: See Rule #1 
 
 
To ensure that rule #1 is 
met all grants must be 
selected through a 
competitive process. 
 
Only Division of 
Purchasing can approve 
“Sole Source”. So UDAF 
provides grants through a 
competitive process (RFP, 
Ranking, Bids). 

So Simple! 





 Ranking or Other Competitive Selection Process 

 Award of Grant by Written Notice (becomes part 
of contract) 

 Submission of Signed Documents 

 Approval of  Contract / Grant by Purchasing & 
Finance 

 Notification of Approval for Work to Begin and 
Billing 

 Closing of Contract / Grant 



 Contract Face (Page 1) 

 Name & Address as Shown on Most Current Tax 
Return 

 Vendor # (This allows payments & 1099 Statement) 

 Beginning & Ending Dates 

 Maximum amount of Dollars to be Paid 

 List of Attachments 

 Signatures to Bind Agreements 



Grantee Contact &  
Tax Reporting Information 

Purpose of Grant & Funding 
Codes – Grant Name 

Effective Period of Grant 

Total Funding for Grant 
Attachments (binding details 
of what will be done and  
how it will be done) 

Signatures of Agreement & 
Binding Oath 

UDAF Contact Information 

Grant Number !!!!!!!!!!!! 



Attachment A 
 
“Boiler Plate” contains requirements 
From the State of Utah for all contracts 
grants, and agreements.  Three Pages, 29  
Statements regulating grant.  Need to read! 
Specifies payment times, grantee obligations 
State of Utah obligations.  Supersedes 
all statements in the grant.   
Talks about bonding and insurance which  
UDAF on conservation grants does not  
enforce. 

Don’t  turn your back on Attachment A 





Very Depending on Grant Program but Must Contain at Least 

• Scope of Work  
• List of Specific Items to be Accomplished 
• Estimated Cost for Each Item 
• Estimated Completion Date for Each Item 
• PAYMENTS ARE MADE FROM THE SCOPE OF WORK (best if 

spreadsheet format) 
• Maps of Treatment Area(s) 

• Location Map (identifies area to major road or landmark) 
• Detail Map (aerial photo with treatments marked) 
• Shapefiles or other GIS electronic files 

• NEPA / Cultural Resource Statements 
• If Project Disturbs Ground or is on Federal Ground Need to Address 

• Letter of Award 
• Declaration of Conflict of Interest (see Attachment A statement 6) 
• Other Documents as Program Requires 



ALL Signatures ON 

ALL 

DOCUMENTS 

MUST BE 

ORIGINAL 



Please Use the  
“Application For Payment”  

Form! 

The form is provide to speed up  
The payment process.  The form 
Has rows to list items from the  
“Scope of Work”.  The form also 
Has signature blocks to certify work 
Is acceptable, completed, and finished. 

If you do not use the form read item 22 Attachment A:  
“Payments are normally made within 30 days Following the date the order  
is delivered or the date a correct invoice is Received, whichever is later.” 

UDAF  works diligently to process  
Payments as quickly as we can. 



 UDAF Requires Final Reports for Work Done 
 Last Payment May be Held Until Final Report is Accepted 

 Final Report Contains Text of What was Accomplished 

 Final Report Contains Treatment Maps 

 Final Report Contains GIS Electronic Files (Shapefiles, 
KML, or Work with UDAF Employees to Collect Digital 
Map 

 

 Remember that the funds originate from the 
Legislature and they thrive on reports and data. 

Remember, Don’t Ever Give Up. 





Mark Quilter 
 
Utah Department of Agriculture and Food 
Attn: Mark Quilter 
PO Box 146500 
350 N Redwood Road 
Salt Lake City,  UT  84114-6500 

 
mquilter@utah.gov 

 

(801) 538-9905 

mailto:mcquilter@utah.gov

